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Introduction to
NC E-Procurement 

• Users are empowered to use online requisitioning with direct 
access to State Term Contracts via online catalogs

• Entities can choose to decentralize the purchasing process to 
the people needing supplies within their organization

• The eQuote tool allows users to submit requests for quotes to 
vendors for items below the formal bid requirements, 
replacing more manual quoting processes

• Orders and internal approvals are routed electronically and 
maintained for accountability
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NC E-Procurement provides the tools to improve the way the State of North 
Carolina purchases goods and services.



General Statistics

• NC E-Procurement first went live with 
pilot agencies in October 2001

• NC E-Procurement Upgraded the system         
in July 2012

• 228 different NC entities now use NC E-
Procurement
– 40 State agencies/Institutions
– 58 Community colleges
– 115 K-12 Local school systems (LEAs) 
– 15 Local governments 

• Over 8,000 NC users
• Over 45,000 registered vendors
• Over 4 Million purchase orders issued
• ~ $25 Billion in spending processed 

through the system
• ~ 530 electronic catalogs representing 

over 140 Statewide Term Contracts 
available to users
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New Features & Functionality

• Dashboard Style Home Page

– Easy access to Unified Search, My Documents, and To Do content

• Requisitioning made easier

– No more wizards, select the item you need and add it to your cart

• Approval flow optimization 

– Increase requisition process efficiency while maintaining required accountability.

• Catalog Enhancements

– Stem searches, fuzzy search and side-by-side catalog item comparison

• Set Tax Rate by Entity

– Each entity can identify the default tax rate specific to their entity

• Updated NIGP commodity code structure 

– Using a more current version added over 1,800 additional  commodity codes to 
choose from
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The Ariba Buyer Upgrade project provided new features and functionality to 
make purchasing processes easier for all users, including: 



New Functionality Highlights
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Users can search for any transaction directly from the Home Dashboard.  My Labels 
are used to organize transactions.



New Functionality Highlights
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The Catalog Navigation Panel allows users to quickly refine search results.



New Functionality Highlights
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Users can now search for values by entering the search criteria directly in the field and clicking 
“Enter”.



New Functionality Highlights
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The “Search for more…” option will now produce a pop-up window with related search results.  
Commodity Code selection has been improved; users will now be able to drill through the 
commodity hierarchy, as well as searching on keywords in the description.



New Functionality Highlights
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Error Messages are summarized at the top of the screen and each individual error is 
highlighted with the explanation on the field encountering the problem.



Commodity Codes
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Selecting the correct Commodity Code provides better purchase history and 
through captured data helps P&C and IT Procurement in the process of 
establishing term contracts.

Tips for finding and using the correct Commodity Code:

• Use 900 series commodity codes for services and non 900 commodity 
codes for goods

• Include goods and services as separate line items on a purchase order using 
the appropriate commodity codes

• Freight should be entered as a separate line item with ‘962-86 
Transportation of Goods (Freight)’ as the commodity code

• The NC Purchase & Contract website has both alphabetical and numerical 
listings of all NIGP commodity codes available

• The E-Procurement system contains a keyword search for commodity 
codes when creating an eRequisition
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Catalog Search
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The Catalog Search capabilities were improved to help users find items faster.

These are some of the new catalog search features:

• Stem search finds words that contain part of the specified 
search word (e.g. “battery” will search for “battery” and 
“batteries”

• Fuzzy search returns exact and highly relevant matches even 
though search argument words and spelling may not match 
exactly

• Side-by-side catalog item comparison allows two items to be 
analyzed
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eQuote
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The eQuote tool did not change with the upgrade, but how it is accessed did.

 eQuote is a tool within NC E-Procurement that can be used to 
solicit and review quotes from multiple suppliers for a good 
and/or service. The tool is used for open market purchases 
that do not require the creation of a Request for Proposal (RFP) 
in the Interactive Purchasing System (IPS).

 When should I use eQuote?

• The item is not listed on term contract and is less than your 
school’s delegation amount

• The item is a high dollar volume term contract item under 
your school’s delegation amount

• A rush order is needed (response within 4 hours)

• Competitive quotes from 3 or more suppliers are needed



eQuote
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Many users find eQuote to be an invaluable tool.

 Benefits of eQuote
• Electronic processing – no paperwork, phone calls, or faxes

• Ability to view a clear audit trail of quote

• Select suppliers by category or search specifically for local, in-state, or 
HUB suppliers

• Allows each vendor to respond to exact same request for quote

• An unlimited number of suppliers can receive the quote at one time, 
increasing competition without increasing user effort

• Faster response time from suppliers

• Responses from suppliers with exact items, substitutes, add-ons, and 
alternatives

• Tabulate responses received

• Award electronically with notification of award sent to vendors
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The new approval flow facilitates an effective procurement process for the State of North 

Carolina.  It allows procurement professionals to focus on strategic initiatives and narrows 

the scope of tactical activities.

Approval Flow Optimization
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• “On Behalf Of”  will always assign a watcher, but never an approver

• Agency Security Administrators should set appropriate management levels throughout the 
Supervisor Chain to provide the right level of oversight with a reasonable approval flow

• Commodity Approvers are triggered by a combination of 5-digit NIGP code and dollar threshold

• Financial Approvers can be mapped by cost center and triggered dollar threshold

• Purchasing Agent groups are mapped by commodity code
• Agencies with only 1 Purchasing Agent group can map to all commodities with a single entry

• Purchasing Agents approve all non-catalog requisitions to ensure compliance

• Optional rule allows Purchasing Agents to approve catalog requisitions over a combination of 
commodity code and dollar threshold (i.e. Purchasing Agent approves catalog items over $2,500.00)

• Chief Procurement Officers can be added to flow as a watcher or an approver based on a 
combination of commodity and dollar threshold (i.e. CPO approves requisitions greater than 
$25,000.00)
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Training Opportunities

• Online training modules provide more detailed training on general system 
functionality, not just new features:

– Requisitioning

– Approving

– System Navigation

• Online training is available to users on the NC E-Procurement web site to access 
individually on their own schedule

• Training includes demonstrations with audio commentary and opportunities for 
participants to reinforce their knowledge

• Online modules are a valuable asset for onboarding new employees

• Updated Job Aids and a dedicated training environment are also available
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Online training modules provide a self-paced, on-demand environment in which 
users can refresh or build their NC E-Procurement knowledge.

– System Administrator

– Advanced Purchasing

– Reporting



Resources

• If you have further questions, please contact the NC E-Procurement Help 
Desk:

• Phone: 888-211-7440, option 1

• Email: ephelpdesk@its.nc.gov

• Or the Buyer Adoption Liaison – Amanda Meyer

• Phone: 919-424-1965

• Email: amanda.meyer@nc.gov

• You can also access the NC E-Procurement website at 
http://eprocurement.nc.gov

mailto:ephelpdesk@its.nc.gov
mailto:amanda.meyer@nc.gov
http://eprocurement.nc.gov/

